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PURPOSE OF THS HANDBOOK

With thedistribution and public posting of this documehg Arizona Department &ducation
(ADE) aimsto provide guidance on compliance with the numerous statutory and regulatory
requirements of th&lita M. Lowey21% CenturyCommunityLearningCentersTitle IV-B (21
CCLC)Grantfor fiscal year 202. The21% CCLC Guidance Handboog020-2021) editionis a
good referenceof practices and standareixpectations for all Arizona 21CCLC grant
programs.This guideshouldbe read in alongwith the authorized states ancapplicable
regulations that areelevant to the ZACCLC Grant

WHAT IS THE PURPOSE OF THE FUNDING?

A The purpose of thilitaM. Lowey 215 Century @mmunity Learning CentefEtle |V-B
(215 CCLC) program is to establisor expanda broad arnaof servicesn community
learning centerdor studens during norschool hours or periods when school is not in
session

A Centergmay offer grvicesfor studentonly during norschool hours or periods when
school is not in se®on (after school, beforsehool, evenings, weekends, summer or
other school vacation periodgdult Family Engagemenservicesmay occur at any time

A Centes must offer adult family members ofS2CCLC student®pportunities for active
and meaningful engagent in theirchildred s educati on, including
literacy and riated educational developmeéntenhance student learning.

A All 218t CCLC programservicesand activitiesnustprovidestudentsvho are struggling
to meet academic expectatswith opportunities ér academic enrichmeand
instructional suppotio helpthemmeet the challenging State academic standaritie
core content aesincludingliteracy, math and science.

A 215t CCLC programs must ensure tladitservices providearedesigned to reinforcand
complement the regular academic program of particigatudentsand that services are
in alignment with the instruction stadts receive during the school day

A Programsmustbecontinually evaluatéto assess progress towardseting their grant
objectives in the areas of academics, youth developmerfamly engagement.

A Requiring funds to supplement and not supplant.

A Ensurea safe aneasilyaccessible learning environmetrgnsportationnutritious
afterschool snacksnd summer mealwill be provided to students.

A The ADE does not allow geraion of 213t CCLC program income. This includes any
program income, inalding fees for student participation. Any program income generated
using 2AS'CCLC resources and placedt o a SLCCliCadtmnt wall be deducted
from the grant award for thaite per federal law.
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GRANT ACCOUNTABILITY

It is advised tha@\riz o n a BGCLQgtant funding recipients (granteégcome very familiar
with themonitoring resourceand guidancen this 215 CCLC Guidance Handb&q20202021)

edition. Some of the keyesources important to 2CCLC program administration are listed

belowand onlineatthe ADE 2% CCLC website

Note: The most current version of tiNta M. Lowey21% Century Commuity Learning
Ceners Title IV-B (215 CCLC) Guidance Handbools always availablenline atthe 2F
CCLC website at the top of tieederal & State Regulatiopsige.

The 215 CCLC unitstaff is committed to offering comprehensive service to grantees regarding
the implementation of their grant. Each grantee is assignaad ADE21% CCLC Education
ProgramSpecialistfor the duration of the 24CCLC Grant This highlyqualified individual has
direct experience with gnés managemenfADE 215 CCLC Education Prgram Specialistoffer

a system of technical assistanceng with our system of accountabilityltimately it is the
responsibility of the sulgrantee to asse the greatest fidigy with the management of their
approved 2% CCLC Grant as outlined in th@eneral Statement of Assurahce

COMPLIANCE RESOURCES

1 Federal Legislation, Regulations, and Guidaspecific to 23 CCLC grant funding
http://www?2.ed.gov/programs/21stcclc/legigbat html

1 Approved 2% CCLC Grant Application fothe site and related revisions / continuing
renewalapplications (Contact your ADE 21CCLC Education Program Speciali§tyou
do not have a copy of your own application.)

1 ADE Grants Management OfédGuidance and Proceduldsp://www.azed.gov/gramnts
management/phone(602) 5423901 oremail atGrants@azed.gov

1 ADE 21'CCLC websitenttp://www.azed.gov/21stcclc/
Note: Critical information is found on theederal and State Regulatidabs of the
webste.

CRITERIA FOR STAYING COMPLIANT

The list below includes an overview of requirements.

Grant recipients are requiredto:

Read andinderstand thie own approved1st CCLC gantapplication
Implement what is written in thariginal awarded grant
Submitandfollow the ADE General Statenms of Assurance

Follow theADE Grant Management Business Rules

Submit AuditEvaluationwhen required

Keepproperrecords

= =4 -8 8 -9 -9

1 A Geneanl Satenent of Assuance (GSA) guaraees accountility to the United States and the State by recipients
of Federal and State assistance grants. The LEAessstawarded a gmt, subgrant, or cortct that it will accept
funds in accordance with appdibe Fedral and Satestatutes, redations, progam plans, and applications.
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Keep reévant records organized for announced and unannounced sge visit
Submitcompletereportson or before dadines
Submitrevison request$or any fiscal or programmatic change
Receive approval faievisons prior to implementing any change in spending ogam
Meet the service requirement to students as outlined in the awarded grant
Meet the sevice requirenent to family membes of participating students as outlined in
the awarded grant
Meet the seryie hous requirementgacademic/summer program)
Meet the service days requiremesrfacademic/summearogram)
Provide food for students in the prag: At a minmum, afterschool satks and summer
meals
Make progress towards the objectives outlined in therded grant
Provide interibnal programplanningthrough lesson pansand/orsyllab
StudentTeacher ratio
A Acadenic - 10 enrolled studes{(6 actualstudens) to 1 teater
A Summei 15enrolled studetsto 1 teacher
Schoolleaders mustatify ADE 215 CCLC of new21% CCLC Progamcoordinabrs
No Administrator as Site Coordinatandy beallowable in summer if administrator is
noton contract)
Site Coordinator must h@esenduring Center Hours

Site Comgiance Tool

Site Compliance Tool - Outline of Sections
1. Direct Student Services

a.
b.
c.

d.
e.

Program services are proided for the number of hours anddays per weekproposed in original
approved application.

Student services are preided for the number of days and to the pragcted number of regular student
attendees as proposed in the application funding formula.

ClassesServices provided support academic objectives for students.

Classes/Services provided supporiouth development djectives for students.

Services are being pvided for the target population identified in the application.

2. Direct Family Services

a.
b.

Ongoing aimily engagement sevices areprovided as proposed in theoriginal application.
The family engagement activities fiered support academic achievement of 228 CCLC students.

3. Alignment to the School Day

a.
b.

Studentdata is used to make decisions regarding progm implementation.
Regular communication occurdbetween 21st CCLC staff, school administrators, and regular school
day staff to assess and enhanc&dividu al student academic progress.

4. Safeand Healthy Learning Environment

a.
b.
C.

d.

A 21st CCLC Safety Plan is dewgled and implemented.

Services are provided in a safe and secure location.

If services are provided in a locatiorother than the school, the location will beat least as awilable
and accessible to the stdents to be served as ithe program were located n the school.
Procedures for the safe transitions, including transportation of students between school, 21CCLC
site, and home have been established.

TheNita M. Lowey 21st Century CommuyiLearning Centes (21st CCLC) Tile IV-B progam is funded by a federal grant from the U.8p&rtmenof Education
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€. Afterschool snacks and summer meals are provided.

5. Equity and Access
a. Sudents with disabilities have been identified and are being served.

6. Evaluation
a. Data needed to ensure compliance with all requirements are collezd, compiled, and reviewed on a
regular basss.
b. Data needed to measure progress toward reachingrant program objectives are collected, compild,
anayzed, and reviewed on a regular basis.

7. Dissemination
a. Methods and strategies to disseminate and share inforation about the program outcomes and
acconplishments to parents, staff, students, community members and other stakeholders are being
implemented.

8. Sustainabili ty

a. Atleast one active partnership has been established with an organizatidhat is not the fiscal
agent/LEA/school itself.

b. Atleast one dher federal, state, or local program is leveraged to ensure the most effective use of
public resources.

C. The site isactively building additional resources in support of its 21st CCLC program through
showcasing he program, enlisting new partners andor partnering with alternatively funded
programs.

9. Fiscal Record Keeping
a. Expenditure reports that follow cog principl esand ADE Guidelines are kept, organizednd available
on request.
b. Pre-approved purchase ordersand receipts that coincide with approved budjets are tracked,
organized, and available on request.
c. Payroll records showing positions approvedn approved budgetare kept, organized and available
on request.
Time and effort reports are completed, kept, orgnized, and available upon request.
€. Capitalexpenditures are in accordance with approved budgetand fixed assets are tracked
appropriately .

10. Requir ed Training
a. (NEW)21st CCLC district director, the principal, and site coordinators new to grant leadership
participated in the Grant Leadership Orientaibn (GLO) training to understand grant requirements
and regulations.
b. (NEW and CONTINUING) Prinpal and site coordinator(s) attended 21st CCLC annual conference to
support the success and best practices of thzlst CCLC pogram. Any exceptions to this rgquirement
must be approved in writing by ADE 2st CCLC program specialist assigned to the grantee.

=

11.Classroom Observation

12. Maintaining Substantial Compliance
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COMPLIANCE MONITORING

Monitoring mg be ondudedviadesktopandor on-site visits.
DESKTOP MONITORING

ADE 21t CCLC Education Program Specialistonduct routine desktaponitoring throughout
theduratian of thegrantperiod. Tte following lists contain the most commonly reviewed
documentation.

1. ADE 21 CCLC Education Progam Specialist may request the following documents from
the grantee at any time during the granjgubd

1 Program AtA-Glane
1 ProgramSchedule
V Must includecurrent g€hedule of student and family engagement activiiasses
time of clasesanddays of the week
Expendituredocumentation
Daily ClassActivity Attendance Fornfor each chss
Studen21% CCLC Registration/Permission Form
Lesson PlanCurriculum Overvievandbr Syllab

= =4 =4 -4

2. ADE 215'CCLC Education Program Speciabsal® review the following supporting
documentation for evidence of compican

{ Original Awarded 2% CCLC 1 Site Bvaluation Report
Application 1 Student Attendance Repiog
1 Annual Contiiing (Renewal) (AzEDS)
Application 1 Summary of ClassdRepot
1 ADE Grants Management System 9 Site Visit Notes
(GME) f  Written Communication
1 Annual Performance RepdAPR) § 21S'CCLC Leadership Professiona
1 After School Sadty Plan Developnent documentation

SITE VISIT MONITORING

The main purpose of amite visit is to ensureapadty of the site to manage theS2CCLC grant
with fidelity and tocomply with state and federal guidance and regulations. Site visits from the
ADE 215 CCLC Education Program Specialastcomplish compliance monitoring aedable the
ADE 215 CCLC Educaton Program Specialisb offer technical assistance and resoutodsep
program leaders strengthen their programs.

During asite visit, the ADE215' CCLC Education Program Specialistll follow up on any

guestions or pential concerns identifieduring desktop monitoring and completes an assessment
of any items thiawerenot previously addressedhe visit includes a conference with the principal
and sie coordinators, a review of program and fiscal documentation asssh@ltion of program
activitiesbeing offered.

TheNita M. Lowey 21st Century CommuyiLearning Centes (21st CCLC) Tile IV-B progam is funded by a federal grant from the U.8p&rtmenof Education

. and administered by the Arizona Department of Educatiar.more information visit:http:/www.azed.gov/2ltsclc/
Revised August 20, 2020 9


http://www.azed.gov/21stcclc/

ARIZONA DEPARTMENT OF EDUCATION
NITA M. LOWEY 21ST CENTURY COMMUNITY LE ARNING CENTERS

215T CCLC GUIDANCE HANDBOOK i FY 06 40 2

Site visits may occur as an announced visit arasramounced visit. Graees should be
prepared for botlite visits will be conductenh each of the following cases:

1 New (year 1) 2¥ CCLC sites

1 Sites that areut of compliane

1 Asdeemed necessary Hye ADE 215 CCLC Education Program Specisili

1 May be contacted uporeques

Falowing the site visit, 21t CCLC Compliance Repoi$ completed and sent to2CCLC

district and site program leaders. Any follow up issues aeglmothe report. The pera¢s)
responsible for addressing issues entified, and how the ADE M/ determine achievement of
compliance is also noted. Upeatisfactory resolution of any issues discovered on the site visit, a
revised report will be semb the 22 CCLC district ad site program leaders.

Fiscal Records Birder

Grantees should haveetiiollowing documents organized into a binder for each gé#re
program and available for tf&iTE VISIT :

1 21 CCLC Program AtA-Glance Document (this cdoe found on oumwebsite)

1 Program Schedule

1 Current Student Attendance &eds by Class/Activityor eachday

1 Lesson Plan, Curriculum Overvieandbr Syllabudor each class offered

1 Monthly DetailedExpenditures Spreadsheet for the previous mfsath LEA/Site
Business Department

1 Purdase Orders/Receipts

1 Documentationthatthe EA6 s Hu man Ryearsdwlunteerscseenng r i n

procedures are followed, such as
A Time Sheets, Time and Effort Logs, Daily Attendance Rosters for each
Class/Activity (attached togieer with the Time Sheet @be cover)
A Payroll records showing positismpproved in approved bugtgarekept, organized
and available on request.
A Evidence tht relevant iman Resourcgmlicies and procedures are followed.
1 Fixed Assets (Capital Items) Log

Regquested Program Contactdor the Site Visit
1 21tCCLC District Diredor (if applicable)

1 Site Cordingor

9 Site Principal

Suggested Program Contacts for th&ite Visit
1 Fiscal /Budget staff

i Partners

i Parents

1 Evaluator

Healthy Food
Ar i z o R'@ELE srzksand meals are funded bySIDA snack and meals
reimbursements throbghe Arizona Departmenf&ducdgion 6 s Of fi ce of Heal't
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Nutrition. All 215' CCLC sites are responsible for offering students afterschool sreauks
summer meals during the 2CCLC summer program that meet tmautrition guidelines of
the USDA and agping for reimbursement tough tis program. Offering breakfast and
evening meals throughese programs is highly encouraged.

SAFE & ACCESSIBLE LEARNING ENVIRONMENT

Ar i z o GGG Depattment of Educatiorequires sites to ensure a safe and asil
accessible learning emenmentfor students.

All of the St at e 0 provideNa a ghfe dnd Ipealtbygearaimyenvinonnsent by
ensuring that the following componemt®incorporated in their apigitions and program
implementation:

Accessibility

Students are seed inan easily accessible learning environment.

1 Students wh disabilities are served with appropriate accommodations in an easily
accessible environment

Healthy food

At a minimum, A i z o n'& 6L prdagtams provide aftechool snack and summer

meals. $es are also highly encouraged to offer free breakfaseaening meals as part of

their program.

1 Ar i z o R*GALE snacks and meals are fundedUSDA child nutrition programs
reimbursements through the Arizona Depeetnt o f E d u ofdHedth@amdd s Of f i c
Nutrition. 2 CCLC programs are responsible &pplying for reimbursement through
this program.

1 All 21t CCLC sites are responsible for offeg students healthy food dung the program
that meets the nutritiorugdelines of the USDA.

Transportation Guidance
Programs must establiginocedures for $a transportation of atlents between the 21
CCLC program school site (or an alternativegramsite if that is parbf theprogram) and
home. Programs must establish a plan for the transportation of grant participants that clearly
demonstrates procedis as described the Site original approved gna application.
1 If program services alecated inafacility otherthanhes t udent s6 el ement ar
secondary school, that part of the regultsf @CLC program must be at least as available
and accssible to the stuahs to be served asifthegre am wer e | ocated i n
schod.
1 Itis thefiduciary respnsibility of the LEA to avoid supplanting with student
transportation costs
{ Transportation cost billed to theS2CCLC grant should notxeeed 4% of the aml
budget when deemed necegsa
1 For any questions related to trangpton, gease communicateith your assigned ADE
215t CCLC Education Program Specialist
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Transitions

Procedures must be establishedsfietransition of studentsyhether the transitiois from
the regular school dgyrogram to the ZLCCLC program, or ithetransition is from one
program activity area to another.

Safe and Easily Accessible Facility

215t CCLC program sites must provide assurance that the pnagreaking place in aafe
and easily accessible féty. There should be established proaessfor tracking students
duringthe program hours and methods for parents/guardians to reA€C2T staff during
program hours. The site campus should beargecto ensure safety lsych means as
monitored or seured entrances and exits.

Evidence maynclude: Safety logs/plansepots; original awarded ZACCLC application;
attendance records; fire, evacuation and lockdown drill recordsirseymd sigrout sheets
and emails.

The site administrator and sieogram coordinator must jointly develagkn of action for

safeyy and @ommunication relevant to their student needs and community.

1 An example of an acceptal2¢* CCLC Program Basic Emergency Plenfound on the
Federal &State Regulations page of tABE 215 CCLC websiteSafety andHealthy
Environmentsresources

1 All Sites are regired to adopt andestelopa 2F' CCLC Rogram Basic Emergency Plan
which must bein place pror to the start of the program in the fall.

{1 Visit theFederal & State Reqgulatiopsge of the ZLCCLC website for additical
information.

USE OF 2PT CCLC LOGO & L ANGUAGE REQUIREMENT

All communicaion to the publi@bout your 2% CCLC program, including media/news 1$&s,
andpublications, such gsarent lettes, registration forms, brochureifyers, newsletters, or any
otherelectronicprint materialsused foryour 28 CCLC progran, mus includethe Arizona 21
CCLC logo and language, founa the21% CCLC Logo & Language Requiremedtop down
section of tle Federal and State Reqgutaisbutton on the right dieof the ADE 213 CCLC
website.

PROGRAM IMPLEMENTATION RESOURCES

1 Federal Legilation, Regulations, and Guidance
http://www?2.ed.gov/programs/21stcclc/leqgigbat html

1 Approved 2 CCLC Grart Application for he site and related revisions / continuing
(renewal)applications
https://home.azed.gdwobrtal/

1 TheADE 21t CCLC websiteat http://www.aze.gov/2Lscclc/ provides granteesvith
accesgo relevant guidareand support for grant success, highlighting the following
areas of comipanceand technical assistance:
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1 Federal and State Regulations
1 Required Repaing
1 Professional Developemt
1 Spdlight 215 CCLC
1 21CCLCResurces Page
A Academics
A Youth Development
A Fanily Engagement
A Patnerships
A Susainability
A ApplicationInformation
A 215 CCLC Rogram Resourcggxample of best practicespartnership
andtemplate¥
1 Video Vault

SAMPLE FORM S

The 218 CCLC grant focuses orssisting our Arizona grantees in buildingdasustaining
comprehensive afterschool programs. Ineotd continuously provid better assistance, fiscal
and programmatic grant tools have been dted@and made available dhe ADE 213 CCLC
website. Tempites and othersample formsanbe downloade from the ADE 21 CCLC
websiteundertherelevant tojc area.

Some keyexamples of formsare found in the followig areas:

1) Federal & State Regulatiofi®catedon the right side ofie 215t CCLChomepagd
f 21CCLC Logo & Language Requirements

1 Payrol/Attendance/Time & Effort Logs

1 Time and Effort Reporting

2) Required Reporting[locatedon the right side of the 2ICCLC homepagd

3) 21st CCLC Program Resourcdink [locatedat the bottom of th21s' CCLC home pade
has aher helpfultemplates of formsin the following areas:

1 Annual Verificaton Checklist

1 Communication Resources

i1 Staffing Resources

9 Structures ath Program Design
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FISCAL ACCOUNTAB ILITY

215! CCLC funds must be used to caoyt before and after schoahd summer program
actvities (or adivities during other timewhen stiool is not in sessiorgs described in the
approved project application. 21*CCLC funds may only be used to pay for authorized
activities to meet the nesdf participating studentand their families21%' CCLC grantfunds
are not allowed to be carrieder from one fiscal year tthe next.

Grant funds mudte managed according $ound financial management practices. Grant
recipients need to use fis@ntrol andund accounting procedures that ensure proper
disbursement of and accounting fedeal funds. Procedurasnust be suftient toenable

grantees oauditors to trace furstto a level of expenditure adequate to show that the funds were
spent poperly as aproved by ADE to achieve the goals of the project.

Expenses must be properlassifiedin the grant apptation budgetand suficient detail mist

be provided to undei@nd how the grant recipient plans to expend funds. The narrative
explainng proposeaxpenses should show the calculations of funds needed. These details will
enabk the ADE to approve planreexpendituregnd will allow auditors ¢ determine if funds

were expended as approved.

Management of Expenditures

Program leaders shalimaintain ¢r obtain from their finance office) a monthly spreadsheet
that identifies expeatituresby budget line. Inbrmation on tle spreadseet must show welor
name and/or emplogename with dollar amounts expended/encumbered and reflect the
current/ldest balance

The 2F' CCLC Site Coordinator should review and approve expenditures prioodessng.
All expenditues must be dborizedby ADE in the apmved application beforéhe funds are
expended. The Site Coordinator should keep track of p#rektures lsarged to the grant by
budget line and be aware of current balances.

Revisions

Approved state or federbf funded progcts maybe revised to rééct changes in program
objectives, line item allocations and additional monies (subject togrogrgulatios).
Revisions must be submittedttee Arizona Department of Education via AQEonned.
Revisions can be nda throughouthe fiscdyear. The deadie for accepting reviensis set
by the program area. See thé'ZICLC Website ahttp://www.azed.qgov/21stcclfor the
current revisiordealline. The 22'CCLC Team hghly recommeds that pu start lookingat
revisions in the Spng of each fiscal year. Revisions can be fiscal or programmatidurena
or a ®mbination of both.

Two Types ofRevisions
1. Fiscal
1 Move funds because of a latarsto the 215 CCLC program nused salargand
as®ciated benefits)
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Move funds to salary/lpefits to start up a new migkar class
Move funds to purchase capiiems fora 215' CCLC approved class
Move funds to order more supplies for tH&' ZCLC summer shool program
Move fundgo hire aretired teaber or other comactor to provide instetional
services
Move leftover academic funds fot2CCLC summer dwol prograns
Move funds to a line iteno balanceghebudgetiine for each of your
function'object codes
1 Changing a detagtl budgeted caital item or item descrifpon, even if the line
item amount is unchanged
2. Programmatic
1 Replace the assessment tool tlsato longe being used in the original grant
application
1 Modify project intent, focus, g&@) or objective(s). Any moditatiors muststill
bewithinthe 2CCL C gr ant 0 sseandhave thé prapgroeakop
your asignal Education Program Spiadist

= =4 =4 -4

= =4

Tips for Successful Revisions
1 Communicate with your assigné&tiucation Program Spiatist. He/she will be able to
let you knowif it is allowable and wllprovide tips for a suzessful revision
T Communi cate with your otofigdontiwhera tundesmauld beb u s i n e
placed in the various budget codes
1 Communicate clearly ithe narative descriptions ithe ADE Connets SystemYou
must provie a trail of where thauhds came fromrad where they are going to in the
revision
1 Begin yourrevision wih the revision date in the narrative description so it makes it easier
to locak the nog recent revisions durg the reviewprocess( Ex a mp | eon#1A Revi s
10/0120é 0 )
1 The evision languaggou provide in the narrative description sectionutianclude
whether you are increasing or decreasing that line and by how much. And wtdi sho
provide a very brief des@iion of whatthe incrase and decreasefor
1 Submit all fiscalrevisions PRIORo incurring expenses to avoid an audit finding.
Falure to mantain alignment with expenditures and the budget in the Grants
Management Systepan resut in the questionableosts needingp be p& back to the
Federal Grant

EXPENSE CLASSIFICATION/CODI NG

Before submitting 2 CCLC applications or budgeevisions ALWAYS contact your Business Manager
for guidance. It is important to consult dl fiscal matters with youfinance offices priorto any budget
sulmission, as they will beamiliar with the correct classification of budget items within ¢tioeling

system for education. This will help ensure that your accounting system for gragmidbapeswill pass
future audss.

Additiona reference The Chart ofAccounts at the ArizonAuditor Generakite provides the most up to
date guidance on budggassificaton.
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1) Arizona School Distrcts or https:/wwwazauditor.gv/reportspublications/schostiistricts/manualsnemorandums
or
2) Arizona Chater Schoolr nhttps://mww.azauditor.gov/reportaiblicatiors/tharer-schools/manuaimemoradums

EXPENDITURE AL LOCATION BY SCHOO L SITE

Where a fiscal ant has more tmaone 2 CCLC grant award, expenditures must Hecalted
andaccounted for separately by individual school site grant awards. Funds may not b
commingled among grants by tHiscal agenteven whe more than onergnt is awarded to the
fiscal agent in given year.

Expendituresi Allowable Costs

Deteminingifane x pendi t ur e Adadasie fulddineagbaht prégram leaders
should ak,fi Itk ex pendi tureé?o

Necesary for the peformanceor administratio of the project

Allocable to a paticular cost objective

Legal & authorized (or not prohiigid) under wte or local laws

Consistent with uniform policies of other federal & Aredel activities

Consistent with geerally accepd accouting principles

Adequately documented

Reasonabledoes not exceed that which would be incurred by a prymabn)

E.g.A prudent person would discontinue a class or activity as soon as it becopaesrap
that student attendanceah declined ad no longr justifies theexpense, or if it is not
supportirg approved grant objective(dj.a class attendance stalslow 6 stdents for more
than 6consecutivelays then theclass must be canceled and #tedens should be movetb
other21 CCLCclasse.

= =4 =4 -8 _48_9_-°

Expendituresi Unallowable Costs

Some examples afallowable expenditures are:

1 District level expenses: hdirectly a clearly related to the pgoam

1 Entertainmentincluding field trips to placewhere the purpose of thérip is to reward
studens or provideamusementocial activitiesor entertainmentAny field trip must
have pe-approval from yar assggnedEducaton Program Specialist

Food (exceptioii supplies for an ADE approved 2CCLC moking classi minimal
cosf)

Incentives for studas (plaques,-shirts,trophies etc.)

Promotional or marketing items (flags, banneshitts, etc.)

Decorativeitems

Purchases of facilities or vehicles

Capital improvements (permandixtures or renoations)

Lobbying

Travelexpenses$or individuals ot involved with the project

Out d Stae Student Travel

=

= =4 =4 -4 8 48 92 -9
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Generation of 2 CCLC Program Income IS NOT ALLOWABLE
1 Generation 521 CCLC program incomis NOT allowed by ADE. This includes any
program incane,including chamging fees forstudent prticipation.

V Participant fees can result in exclusion. Even if scholarships are offered, or the fees
seem normal to pogram staffor leaders, somewwdents or their families may not
even @ply to participate ithey eor become aware of a fee for the program. As
there is no way to prove that this type of exclusion is not happening, and it is the
intent of thelaw to enarethat ext¢usion does not @tir, ADE doesNOT allow
21t CCLC partigpant fees.

V Program icomeis defined asncome generated usi&f* CCLC resourcewhich
alsoincludes program income from fundraigin

COMMON AUDIT FINDINGS

Audit findings dugo nan-compliancecouldr e s ul t gi b a @ xexpendituees viith
M&O monies, suspensionnd/or termination of the grant. It can also result in losing future
grants or even going to jail for fraud/illegal activities.

Our auditors have informed tisattwo of the nost canmon areas of aitdindings ae with
Time & Effat andFixed Assetslocunengation.

21t CCLC Time & Effort Reporting

The Federal Government requires any employee, funded by federal grants, must maintain

documentation showing thdteirtime is dlocableto a federal progm. 2CFR20@L03(a).

That documatation must be based osordsaccurately reflect that work performed.

2CFR200.430(i)

T The empl oyeebs time must be documented in

1 The documentation should reflect the actirak spent bytheemployee on activitie®f
the fedeal program(s) beingharged.

1 The period coered bythedocumentation may not exceed one month unless an approved
substitute system is in place.

T The documentation shoul d farthe peuchodtverddor each
(including statdocal activties).

1 The documerdtion must be signed bggempbyeeand t he empl oyeeds su
requirement applies to all federal awards andaudbrds, including those received
directly from the federal gernnment, unlassspecifcally exempted ¥ the Officeof
Management andgiget (OMB)

1 Employee tmedeetsshould befilled outcompldelyt hr ough your LEAOGs el
sheet systems or through paper forms signed with blue or black ink, incladesy d
(monthday/year).Timesheets mustebsigned or eldronically authorized by the
supervisor (usuly the ste coordinator) and by the person authorizing payment, if a
person different from the supervisor.
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21st CCLC Time and Efforts Reporting

Your ADE Education Program Specialist (or fiscal auditor) will review your fiscal management of paying
staff by selecting random timesheets and looking for “proof” that staff were paid correctly.

Time Sheet

Time & Effort

Student Attendance Roster

Submitted by employee to be
paid for their work.

If the time sheet is submitted
after the work is completed and
then the employee is paid the
time sheet may be accepted as

Time & Effort documentation.

Submitted by employee after
work is completed to certify that
these funds were used to do the
work the employee was paid to

do.

Each class/activity taught by an
employee should have
attendance from that class
attached to the time sheet and
Time & Effort log as “proof” that
the employee did the work they
claimed pay for.

All 3 types of documentation should be attached together with the TIME sheet as the “cover” for each employee’s work.

1 Employees paid by stipend must attach bagldocumentéion which shows dates, actual
hours worked, ad rvices performed during the time period ¥ehich they are
requesting payment.

1 Employee timesheets should match agency hiring forms such as a Personnel Action
Request Form (PAR).

1 Using the timeshet as tle cove page atach the corregmding copie®f Time and
Effort logs and student attendarresters by class, foreach215 CCLC employee.

1 Student attendance rosters must include: Class Name, Teacher/Activity Leader Name,
Student Name and Dates@fass (honthHay/year). Note substitutea t a f f smaeer s on 6
on the roster if there was one.

1 Refer toyour district auditor for additional guidance on Time and Effort reporting.

For more guidance on Time & Effort reporting, please refer t¢-¢ueral & State
Regulationsutton a therightside of the 25 CCLC website.

Fixed Assets

An item should be coded as equipment if it iduded in the examples listed on Dapital

Outlay Worksleet(C.O.W.) in the Grams Mangement Syiemor if it meets all three

equipmencriteria lised below:

1. Typically has a useful life of at least 1 year

2. Typicaly repaired rather than replaced when worn or damaged

3.AAn i ndependent u nlshapetappaance, ramthamacter with set s
and does ndose its identity through fabricaticor incorporation into different or more
compl ex substancesbo

All 3 tests must apply for districts to use the Capital Outlay codes in the Grants Management

System The CapitaOutlay Codes are: 67365739

orig

Disclaimer fa Charter Schools: Charters will U800 or 0190 depending on the unit cost.
Contact your businesdfice for additional guidance.

To avoid supplanting, fixed assets purchased withCGXILC funds nay only be sedoutside

of the regular dwool day, unlss the assets are purchased on ast@stdbass proportional

to the amount of use during whole ddyach program site should tag items purchased from
2'CCL C f un d¥OCKC peogrampbofieyd ,  a nidikeep b leiad Assets Log
meeting the folbwing guidelines:
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! Each 2% CCLC siteshauld prepare a detailed listing of these fixed assets thatides
all equipment purchased for2CCLC use such as computers, printers, and similar items
thatpass all 3eds mentimed above
1 The Fixed Assets Loghould include the date logged, dateghased, item
name/description, cost, property identificatiag,tand location (see the example below)
1 Fixed Assets Logs are kept for’2TCLC fixed assets untihe end othe grantat which
time theitems may beised to continue to support activitethe school site for which
the funding was awarded

Note: The purpose of a Fixed Assets Log is to track the location and use of equipment used
in the 28 CCLC Program. Te Capital Qutlay Worksheet@.O.W.) is regired when an

LEA budgets in the camt codeswithin the Funding Application in the Grants Management
System.

The following is an example of a Fixed Asset Log which may be usediGQILC
programs.

215t CCLC Fixed AssetsLog i For items &sting more thn 1 year (or at the expenditure
levelwhich your district considers items to be fixed assets andidiol such items as
computers and printers)

Date Date of | Item Property | Storage/Use
Logged | Purchasg Name/Description* Cost ID Tag # | Location

See below| English/Yearbook
Example: Item name (Brand name Item #001 | room locked
11/1120 | 10/820 | and modd) $731.00 | (2020) supply storage

Add additional rows as
needed

*Note: Each item musbe loggedseparately.

Property of the 213t CCLC
Property Tag Example: Afterschool Program
Item #001(2020)

Logs are kept for 2ICCLC fixed assetantl the end of the grant, at which time the items
may ke used to continue to support activities at the school site for which the funding was
awarded.
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GRANTS MANAGEMEN ENTERPRISE (GME) ADE CONNECT SYSTEM

Thr ough ADEOGs online Grildi@dlGgaMeeswligsgomietiiet sy st e m,
following:

Revisions(both fiscal and programmatit)ongoing

A revision is a request for a change in the original graplicgiion. It can ke for a fscal

change, amgranmatic change or bothin general terms, revisns must honor the original
integrity and intent of the awardegdant proposal. All revisions must be approved prior to any
change in expenditures or programplementaion. A revision @an be submittedsaneeed.

Reimbursement Request$ monthly

The Aiizona Depamment of Education (ADE) Grants Management staffeevand approve
Reimbursement Requests (RR) from fiscal agents/LEAs for reimbursement of grant
expendtures

All questionsabout Reimburseant Requests from grantees should go to the Grants
Management &ff. Grants Management staff can be reached by extgibnts@azedyov or
by calling their hotline:

GrantsManagmentHotline - 602.5423901

Technical Sippot and Training AssistanceOption 1

Fiscal Quetions (CRsand RRs} Option 2

Fiscal Monitoring- Option 3

CommonFAQ6és about Rei mbursement Request
Q: If my Reimbursement is over 10% of the allocatioratuiol needto do?
A: A justification as towhy the request is over 10% of the allocation wélrbquiredfor
the approval. The justification should be plagethe History Log upon submission of
the reimbursement.

Q: If my reimbursement is over 2086 theallocation wrat do | reed to do?

A: A justfication as to why the request is over 20%tefdllocaton and expenditure
documentation will be required ftlie approval. The justification should be placed in the
History Log upon submission of theméurseement.Expendiure docunentation need®t
beuploaded as a related document in the reimimegerequet The expenditure
documentation should indicate ttime frame in which the expenditures occurred and the
types of expenditures. Examples of tixeenditure cocumentsncludes invoices for
expendtures or financial reports from Accounting Sgmt such & Visions,

QuickBooks, etc.

Q: What do I do if | hae expenditures that occurred prior to the Project Begin Date?
A: Expenditures prior to ther8jectBeginDatearenot pernitted for any grats.
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Reimbursement Request Deadline

All Reimbursament Reqasts must be submitted and approved PRIOR to the peyjdalate.
Reimbursement Request deadlines will be set, as applicable, based on ADE/ADOA
accountng requiremerts for the fiscal year andr progect end dates. It is usuabylO
businesslays beforethe end of the fiscal year.

Completion Report - yealy

The Arizona Department of Education (ADE) Grants Management staff review and approve
Compktion Repors (CR) from fiscal agents/LEA$or reimbursement of grant expenditures as
a final accaonting for actual expenditures after the end of the fiscal year.

All21CCLC grantees6 fiscal officers are highly
Completbn Report ortheactual &penditures fortte grantwithin 60 days of the project fiscal

end dated allow time for processingCompletion Reports are due withif €lays of the

project fiscal end dat€The 2% CCLC grant is on a JulyilJune 30 fiscal ya.)

LEAs can reach theGrants Managemefiteam byemail atgrants@azedyov or by calling the
hotline:

Grants ManagementHotline - 602.542.3901

Technical Support and Training Assistarégption 1

Fiscal QuestiongdRs and RRs) Option 2

Fiscal Monitoring- Option3

Continuing (Renewal) Application - yearly

Continuing Appgications are submitted for 2ICCLC programs thawill be enteringYear 2
andYear 3of their grantRenewal apptiations may be submitted Wear 4 and Yea5 of the
grantif the applicant maintaed substantial compliance in the preveaward years (See
SubstantialCompliance under thilaintainingCompliance section below for further
explanatiol. Grantees submit a projecteddget for thenex fiscal yea. Renewabf 21%
CCLC funding each year of the grant is contingent on maintisibstantial compliance
with all requirements of the grarfthe Word versim of the21%' Century Community Learning
Centers ContinuingRenewalApplicationand guidancewill be availablén theRequired
Reporting section of thel? CCLC websitén the beginimg of February anavill be available
for submissioronline in the ADE Connect systeron March 1, each yeaf\pplication
guidance wi also be available at &t time. Catact your assignefiducation Program
Specialistwith questions.

FISCAL ACCOUNTA BILIT Y RESOURCES
1 Federal Legislation, Regulations, and Guidance
http://www2.ed.gov/programs/&tcclc/legisation.html
This page includes the following:
1 Elementary and Secondary EduoatAct, as amended, Title IV, Part B
1 Regulations
1 Uniform Grant Guidane: Uniform Administiative Requirerants, CosPrinciples
andAudit Requirements for Fedeal Awards
1 Non-Regulatory Guidance (Afips to awards maderior to 12/26/2016)
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1 Arizona Auditor Geeral Reports & Publications page for USFR and USFRCS which
show corretexpense classifiti@n/codinghttps://www.azauditor.gov/repts-
publicationsl

1 ADE Grants Management Office Guidararel Procedures$ittp://www.azed.gov/@nts
managemei phone(602) 5423901 o emailat Grants@azed.gov

1 Grants Management System Public Acdesss://gme.azed.gdor a quick reference
guide, allAPPROVED Funding Aplications, Renbursemat Requests, Contgtion
Reports (including lhHistory Log comments) and all othpublicly accessible
information.

1 ADE 215'CCLC website Federal & State Rpilationsbutton
http://www.azd.gov/21stcclc/federalnd stateregulations/
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215T CCLC FRAMEWO RKS

ACADEMICS

ESSA, the authorizing statute, providdsasures bEffectivenest guide 23 CCLC grantees

in identifying and implementing prograsnand activities that can directly enhance student

learning. (he Measues of Effectivenessan be found mthe ADE 215 CCLC welsite at
http:/www.azed.gov/21stccltht he Appl i cati on Resources sectio
Recommenl ed Resources. 0)

Ar i z o R'@ULE grantees must provide academic enrichment actititissidets in high

poverty schools to help them meett8tand locaktandards in the comntent areas of

reading/ | iter ac ylSGChQprognamsalso prodideiScemenTadhrsolod®,
Engineering and Math (STEM) opportunities for their stuseThee activities must

Address the needs of the sol®and commnities

Be continuoust evaluated using performance measures

When appropriaté be implementedusingevidencebasedesearch

Compl ement the studentso6 regul ar academic
Focus sevices onacademic enrichment opportunities for studentsfamdlies

egeeege

Ar i z o n'&€G6LL grant applicdons are strategically written to contain objectivelated to
student 0s aTlhaStatenmequires itE2€ALE subgranteeso monitor and report
on grant outcome objectives that are SMARIpecific MeasurablgAttainable, Realistic and
Time Bound (showing growth annually within the programrnyea

Areasmeasured by grant outcome objectighsuld includel) Academie Math reading,
language arts, and literacy measured through benchmark/forrresire 2) Y outh
Developmentaind3) Family Engagemerdesigned tsupportgrowth in adult familymenmber
understandingknowledge of how to help their child succeed.

Ari zgmams ees must report on grant oibgtleastt i ves
two academic improvemeindicators

w One objective must be math related

w One objetive must be reading/literacy related

w If a third objective is submitted, it came Inath, reading, or another academic area

Activities must support achievemteof thesegrant specific objectives, and support students that
are struggling to meet the chaljing state academic standards in core content areas, utilizing
evidene-based researdb develop and iplement activities and curriculum.

Summer Programs
All Arizona21' CCLC programs must offer summer programs as indicated in the direct student
senicesoperational requirements of theSaZCLC grant application.
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Successful academic progams:

Are based on the needs of the students through assessmenmvsyss teaber/family input
Use an evidenebased curriculum

Include students/families/schoolydstaff in the planning process

Work with school day goals to continugténtional learning

Provide hand®n engaging learning opportunities

Incorporate Pr@gctBased Laming, small group settings, and youth voice

Include a calendar in advance for stotd#amilies to prepare for services/opportunities
(when possible)

Ensue that the prograrstructure promees time on task, and uses strategies to encourage
atendance (ircluding inperson, phone calls, letters, student made invitations, etc.)
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Also see th Academics page of the 2CCLC websiteat
http:/www.azed.gov/21stcclc/academics/

YOUTH DEVELOPMENT

The Stad requires it215' CCLC subgrantees to monitor and report on grant outcome obgsctiv

that are SMART Specific, Measurable, Attainable, Realistic and TBoeind (showing gnath

annuallywt hin the program year )tongramt éjecovasdod Sudeptr ant e ¢
participantsd® movement i n ft@rtSuppetdosyoutone yout h
development should be incorporated into all studigses andctivities Additionally, some

activities may be designed specificallysupport yath dezelopment and leadership

Also e the Youth Devefument page ofhe 28 CCLC weksite at
http://www.azed.gov/21stcclc/youttevelopment/

FAMILY ENGAG EMENT

Ar i z @B'@dL6 progran will report how many Adult Family Metvers participatechi
Family Engagment/Family literacy and Related Services on state andriddepaots. Family
membes may include parents, grandparents, foster parents, guardighether adults seng
in asupportive role of a 22 CCLC participant

Family Engagemat & Parentinvolvement mayoe satisfied by two (2) types:

1. Family EngagementOpportunities (ESSA, Sec. 8101(391 Participation of parents in
regular, tweway and meaningful commuration invdving student academic learning and
other school activitisensuring
9 That parents ply an integral role in assistingdirchid 6 s | ear ni ng;
1T That parents are encouraged to Ine activel
afterschool and $ool; and
1 That parents are full partreer i n t heducationcahdralindiuled, as
appropréte, in decision making and on adery conmittees to assist in the education
of their child.
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2. Family Literacy and Related ServicegESSA, Sec. 8101(24)) Servicesprovided to
families that ag of sufficient inénsity in term®f hours, and of suffiert duration, to make
sustainablehangesn a family, and that integrate the following activities:
1 Interactive literacy activities beeen parents and tmahildren;
1 Training for parents regairdy how to be thenmary teachefor their children and
full partners in the education difeir chidren; and
1 Parent literacy training that leads to economic-sefficiency.

Successful Famy Engagement and Lieracy may:

Be based on the needs of theily through sureys, focus graps and family input;
Include parents/families in the plaing praess;

Include a calendar in advance for parents/families to prepare for services/oppartunitie
(when possible);

Provide amp# invites and reminders attivity offerings,inclusive ofa variety of
sourcegqi.e. in-person, phone calls, lettersudent maeinvitations, etc)

V Be the culture of the campus.
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Also see the Family Engagement pagehef2F' CCLC websiteat
http://www.azed.gov/21stcclc/faily-engagement/

PARTNERSHIPS

TheArizona Deparnent of Educatio21% CCLC team is deeply committed to the power of
guality after school mgramming for Aizona studets. We encourage sites to consider
additional strate@is such as inelving adult famiy members, appropriately screened vobans,
andcommunity organizationt® helpsupport student and family programs.

Identifying Potential Partners
A 21% CCLC partrer is considered a person, placgust about anythig in between.
Various partnershs created provide benefits for the yos#trvedn t he si t eds | oc:
community. When a site is looking to identify a partnership, thersang things to tee
into congderation.
1 Partnerships that levage local resources
1 Asset mappin@r assessing gaphat partnerships can provide for
1 Provide opponinities that your community might not otherwise hbeeable to offer
your students

Where can 2Pt CCLC programs find supporting partnerships?
1 FormAithe Part i cificgiienfrdard s Ver
Each2#CCLCsibgrant eed0s ori gi naFormeAsphéecRai bhci pah
Verification Form. These listed partners are a good place to beginnguddiommunity
of support. Paners signing Form A agreed to piding 21st CenturfCommunity
Leaming Centes (CCLC) program educational and related actestthatwill
compl ement and enhance studentsd academic
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1 TheADE 21% CCLC ProgramResourcepageof thewebste offers manysuggestiongor
partnershippportunitiesandotherwaysto strengther21% CCLC programsin
particular:

A The Community as Pmer tabcontairs theExtemal Organizatios List
A The Organizational Resources tab corgdinksto many State and National
resources

Note: A D E inadusionof an organizationon Arizon a éligible providerlist is notan
erdorsemenof the organization,nor is it a certificationor verification of the quality of
activities providedby the organization.

SUSTAINABL ITIY

215t CCLC programs should be designed to build a sustainable nvbadd can spport
continuation of progr@aming and support®r students ito the future.

The Arizona field has described sustaiiiap as the ability to continugractices, projestor
activitiesbecause structures and systems have been built duringutse oftie 215 CCLC
program to:

1 sewre resources/knowtige base to otinue services

1 introdwction of new/more effective methsaf leaning and instruction that are

incorporatednto the school day

1 connect withand secure ongoing involvementstékdnolders

1 crede mutually beneficial relainships

1 showcaseuality programs and services

Sustaindility can include internal and &tnal patnerships that will collaborate to proed
youth and families in therommunitiesvith opportunities beyond theucation of he 28 CCLC
grant funding.

Sustinability Planning:
1 Determinewhich programactivities shouldcontinue
1 Connectheopetingcods of thoseactivitiesto a funding strategy
1 Bring togetherata,resourcesandstrategieso guideyour effortsasyou progess

GeorgiaHealth Policy Center
Bringing the Futureinto Focus, 2011
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